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1) Which of the following software is most commonly used for word processing personal 
computers? 

(a) Word perfect (b) Word Star (c) Ms-Word (d) Word 5.0 

2) Which of the following tool is used in the past to prepare the documents? 

(a) Calculator (b) Typewriter (c) Super computer (d) Ms-Word 

3) Which shortcut key is used to close a file 

(a) Ctrl + F4 (b)Alt+F4 (c) Ctrl + FI (d) Ctrl + F3 

4) Font size are measured in points and a point is of an inch 

(a) 1/36 (b) 1/48 (c) 1/60 (d) 1/72 

5) Word processor is also called 

(a) Electronic typewritcr(b) Typing Machine (c) System Software (d) OS 

6) Which of the following key is used for help in MS-Word word? 

(a) F4 (b)F3 (c)F2 (d)Fl 

7) Which of the following is generally found directly below the title bar? 

(a) Menu Bar (b) Taskbar (c) Status bar (d) Title bar 

8) Default setting is 

(a) Faulty setting (b) User defined (c) Printing setting (d) System defined 

9) Zoom allows you to the view of a page on the screen 

(a) Enlarge (b) Reduce (c) Both a & b (d) None 

10) The default color for highlighter is 

(a) Red (b) Green (c) Yellow (d) Black 

11) Header and footer allows you to insert information at the of every page 

(a) Top (b) Bottom (c) Middle (d) Both a & b 

12) Clicking on any of the menu bar items will cause Ms- Word to display a 

(a) Toolbar (b) Taskbar (c) Drop down menu (d) Title bar 

13) Justification is 

(a) Alignment as per paper size (b) Right alignment 

(c) Left alignment (d) Center alignment 

14) Ctrl + 5 is for 

(a) Double space (b) 5 Vines space (c) \ .5 lines space (d) Single space 

15) I he keyboard shortcut to display the spelling and grammar dialogue box is 

(a) F6 (b) F7 (c) F8 (d) F9 

16) An area of memory used for temporary storage of information in word is called 

(a) Clipboard (b) RAM (c) Register (d)None 

17) Ctrl + C is used for 

(a) Copy (b) Cut (c) Paste (d) Delete 

18) Font is also called a 

(a) Type face (b) Appearance (c) Size (d) Style 

19) Which of the following font size is the best for paragraph of text? 

(a) 8 (b) 10 (c) 12 (d) 14 

20) MS Word is a based program 

(a) Windows (b) System (c) DOS (d)None 

21 ) Which of the following bar is the top most bar of MS-Word? 

(a) Status (b) Toolbar (c) Title (d) Menu 

22) Which of the following view shows you what your text will look like on a web page? 
(a) Normal view (b) Web layout view (c) Print layout view (d) Outline view 
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23 ) 

24 ) 

25 ) 

26 ) 

27 ) 

2H) 

29 ) 

30 ) 

31 ) 

32 ) 

33 ) 

34 ) 

35 ) 

36 ) 

37 ) 

38 ) 

39 ) 

40 ) 

41 ) 

42 ) 


Which of the following view shows you what your document will look like when it is 
printed? 

(a) Normal view (b) Web layout view (c) Print layout view (d) Outline view 
Which of the following shortcut keys are used to create a new blank document? 

(a) Ctrl + B (b) Ctrl + N (c)Ctrl + 0 (d) Ctrl + S 

Which of the following shortcut keys are used to open an existing document? 

(a) Ctrl + B (b) Ctrl + N (c) Ctrl + O (d) Ctrl + S 

The redline under the words indicates the 

(a) Spelling mistakes (b) Grammar mistakes 

(c) Both a & b (d) Formatting errors 

In which mode of the OVR is appeared in status bar of Ms- Word window? 

(a) Insert mode (b) Overtype mode (c) Both a & b (d) None 

Which of the following shortcut keys are used to save current document on the disk? 


(a) CTRL + D (b) CTRL + T (c) CTRL + S 

Which one option is not in Edit menu? 

(a) Undo (b) Redo (c) Find 

Shortcut command used for printing is 
(a) Ctrl + A (b) Ctrl + S (c) Ctrl + D 

Press Ctrl + 2 keys for spacing 
(a) Single (b) Double (c) Triple 

CTRL + Y is used for 
(a) Undo (b) Redo 



(d) CTRL + O 
(d) Font 
(d) Ctrl + P 
(d) None 
(d) Page break 


(c) Find 

Which of the following shortcut keys are uses to past items from clipboard into a specific 
location of documents? 

(a) CTRL + C (b) CTRL + V (c)CTRL + X (d)CTRL + P 

Which keyboard shortcut is used to make the selected word bold? 

(a) CTRL + B (b) SHIFT + B (c) ALT + B (d) TAB + B 

Which keyboard shortcut is used for double underline? 

(a) Ctrl + Shift + D (b) Ctrl + [ (c) Ctrl + Shift + M (d) Shift +F3 

How many points are in one inch? 

(a) 10 (b) 12 (c) 40 (d) 72 

What happened when print icon on the standard toolbar is clicked? 

(a) Current page of document is printed 

(b) Whole of the document is printed 

(c) Only the selected text are printed (d) None 

On menu bar of MS-WORD number of items are 

( a ) 8 (b)9 (c) 10 (d) 1 1 

Clicking on the Print icon prints the document currently active in the Word. 

(a) Manually (b) Automatically (c) Both "a" and "b" (d) None of these 

Which of the following is used to select the paragraph 
(a) Single click (b) Triple click (c) Right click (d) None of these 
Shortcut command used for "Save as" 

(a) FI (b)F2 (c)FII (d) F12 

Shortcut command used for closing a tile is 
(a) Ctrl + T (b) Ctrl + 1 


(c) Ctrl + W 


(d) Ctrl + C 
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(c) Ctrl-i- O 
(c)3 

(c) Both a & b 


43) To short cut key for find and replace is 

(a) Ctrl+F (b) Ctrl + H 

The orientation (s) of the paper can be: 

(a) 1 (b)2 

44) Decorative text is called 

(a) Serif (b) Scan Serif 

45) To find a specific word in the document we use 

(a) Ctrl + F (b) Ctrl + Q (c) Ctrl + L 

46) To Goto a specific word or number in the document we use 

(a) Ctrl + Q (b) Ctrl + R 

47) Go to beginning of document 

(a) Ctrl + A (b) Ctrl + Home 

48) Go to end of document 

(a) End (b) Shift + End 

49) (37) To change font face we use 
(a) Ctrl + Alt + P (b) Ctrl + Shift+ T 


(c) Ctrl + G 
(c) End 
(c) Alt + End 
(c) Ctrl + Shift+ J 

ANSWER KEY 


(d) Ctrl + P 
(d)4 
(d) None 
(d) Ctrl + R 
(d) Ctrl + D 
(d) Shift + Home 
(d) Ctrl + End 
(d) Ctrl + Shift-t- F 
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SHORT QUESTIONS 

Q1 : What is Microsoft Word? 

MICROSOFT WORD 

Microsoft Word is an essential tool for the creation of documents. Microsoft word 
is the backbone of the office automation. It allows you" to easily combine text, 
spreadsheets, and graphics into a single application. Microsoft word is a powerful 
word processing program, 

Q2. What is title bar? 

TITLE BAR 

The title bar is located at the very top of the screen. On the title bar. Microsoft word 
displays the name of the document in w hich you are currently working. 

Q3. Define Font: 

FONT 

Font refers to the physical characteristics of a typed character. These characteristics 
include its ty peface, point size, style, pitch and spacing. 

Q4: What is the use of scroll bar? 

SCROLL BAR 

The document window has scroll bars. At the right edge of the document window 
is a vertical scroll bar, and at the bottom of the document window is the 
horizontal scroll bar. The scroll bars are used to move up and down, right and left 
in the document w indow. 

Q5. What is the use of ruler? 

THE RULER 

The ruler is generally found below the main toolbars. The ruler is used to change 
the format of your documents quickly. 

Q6. What is meant by Drop Cap? 

DROP CAP 

A drop cap is a large letter that begins a paragraph and drops through several lines of text. 

Q7. What is document window? 

DOCUMENT WINDOW 

The area in which text of document is typed, edited, formatted or displayed etc. is called 
document window. 

QS.What is undo command? 

UNDO COMMAND 

The command which is used to cancel an action is called undo command. Each time the 
undo command is applied, the last action is cancelled. For example, if you accidentally 
delete text, you can use the undo command to reverse change that you have made in your 
document. 

Q9. What is Redo command? 

REDO COMMAND 

This command is used to cancel an undo command action. Each time the Redo 
command is applied, the last undo command action is cancelled. 
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Q10. What is Clipboard? 

CLIPBOARD 

A temporary storage area in the Microsoft word which is used to store the copied or moved data. 

Qll. What is Indent? 

INDENT 

The space or distance between the page margin and the text in a paragraph is called 
indent. 

QJ2. W rite shortcut key to save a document. 

SHORTCUT KEY TO SAVE A DOCUMENT 
The shortcut key to save a document is Ctrl + S. 

Q13. Write few features of MS-Word? 

FEATURES OF MS-WORD 
The main features of Ms- Word are given below 

1. Produce the document fast and easily. 

2. Built in Spell checker and Grammar 

3. You can store the document permanently on the disk for later use. 

4. Auto correct feature of Microsoft Word automatically detects and correct 
misspelled words and grammatical errors. 

Q14. How text is moved in Ms-Word? 

COMMAND IS USED TO MOVED THE TEXT 
Cut command is used to moved the text into clipboard. 

Q15. How would vou set 1.5 line spacing? 

1.5 LINE SPACING 

Ctrl+5 shortcut key is used to set the 1.5 line spacing or we can set 1.5 line 
spacing in the following way. 

LONG QUESTIONS 

Q.l Describe the basic features of latest Ms-Word 2003. Features of Microsoft Word 

It is important to become familiar with the various features of latest Microsoft Word 
software. A brief description of basic features or characteristics of Microsoft Word is 
given below: 

1. Create & Edit Documents 

It provides fast and easily way to create and edit documents. Documents are created 
very quickly. 

2. Spell Checker and Grammar 

It has built in spell checker and grammar tools. This feature allows to check incorrect 
spelling of words in the document and correct these incorrect words. Similarly, 
grammatical errors can be corrected. 

3. Auto Correct 

This feature of Microsoft Word automatically detects and correct misspelled words and 
grammatical errors etc. For example, if you type "teh" and press space, Ms-Word 
automatically replaces with "the". 

4. Auto Text Entry 

This feature of Ms-Word automatically insert a text when a shortcut key for a long text 
is typed. For example, if you give a shortcut key for "Pakistan" as "Pk" and type "Pk", 
then Pakistan is automatically inserted. You can give a shortcut key for a paragraph (or 
multiple paragraphs). 



Keep Visiting TopStudyWorld.Com For Getting Great Marks in SSC, HSSC, and Entry Tests. 


Chapter 


COMPUTER SOFTWARE 


5. Print Document 

You can print the document on the printer and make multiple hardcopies of a document. 

6. Saving Document 

You can store the document permanently on the disk for later use. 

7. Opening Document 

The documents that are saved on the disk (saving documents) can be opened into Ms- 
Word for editing or to make hardcopy. 

8. Formatting Document 

The process to change the appearance of the document is called formatting document. 
In Ms-Word, document can be formatted very easily and quickly. 

9. Undo and Redo 

In Ms- Word, you can cancel or re-cancel most recent actions that were performed in the 
current document. 

10. Findings and Replacing Text 

In Ms-Word, text can be searched into the current document and the searched text can also be 
replaced with another one. 

11. Creating Table 

Ms-Word also provides facility to create tables in the document. The information can be 
organized into tables in rows and columns. You can also apply simple formulas in table. 

12. Creating Web Page 

Ms-Word also provides facility to create web pages. It means that document can be saved in 
HTML format. 

Q.2 How is the Microsoft Word loaded? Also write the names of components of 
Microsoft Word window. 

Loading Microsoft Word 

Microsoft Word can be loaded or started by using different ways. But the common 
way to start the Ms-Word is by using the Start Button. 

• Click the Start Button to display Start Menu 

• Select the Programs option from Start Menu. 

• Point the Microsoft Word in the Programs menu and then click the mouse. The 
Microsoft Word will be loaded and its window appear will on screen. 

The components of Microsoft Word window are: 

• Title bar 

• Menu bar 

• Toolbar 

• Document window 

• Status bar 

• View buttons 

Q.3 What is meant by Title and Menu bar? 

Title Bar 

Title Bar is the top most bar of the window that contains the name of program (i.e. 
Microsoft Word) and the name of document in which you are currently working. The 
window can be moved" over the screen by dragging the title bar. The title bar also contains 
the control icon on its left side and three control buttons on the right side. 
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Menu Bar . 

Under the Title bar, the Menu bar occurs with different options. The commands are 

grouped together on the menu bar that can be used to perform different tasks. The menu 
options are; File. Edit, View, Insert, Format, Tools, Table, Window and Help.. 

When one of the menu options (such as Edit option) is clicked, a dropdown menu will appear 
containing the commands related to that menu option. Select one of the command and click 
with mouse. The selected command will be applied and dropdown menu will be disappeared. 
Q4. What do you mean by dropdown menus? 

Dropdown Menu . . , 

When one of the menu bar options is clicked, a dropdown menu containing commands 

(or items) will be appeared. You can select an appropriate command to perform on 
action on the document. In some cases, the commands (or items) within a dropdown 
menu may appear as "grayed out". It means that option or command is not currently 

available. . . . 

It is noted that a single letter of each option on the Menu bar is underlined. Mostly the 
first letter of the Menu bar option is underlined. For example, the first letter F of File 
option is underlined. You can display the dropdown menu of an appropriate option 
using keyboard by pressing Alt key and the letter of the option that is underlined. For 
example, to display the Tool dropdown menu, press Alt + T. 

Shortcut Menu , 

You can access various Ms-Word commands very quickly using shortcut menu than 

menu bar. A shortcut menu appears when mouse is right clicked in the document 
window. For example, when text is selected and mouse is right clicked, a shortcut menu 
will appear. 

What is standard toolbar? Briefly describe its icons. 

Standard Toolbar 

It contains the various shortcut command buttons for opening & saving documents, 
copying and moving information etc. It provides the quick way to access the 
commonly used commands by clicking one of the buttons with mouse. 

The most commonly used shortcut command buttons or icons are describes as 


Q5. 


IUIIUW5. 

New Blank Document 

This command button or icon is like a blank sheet of 

paper. It is used to create a new document. 

Open 

It is used to open an existing document saved on the disk. i 

1 Save 

It is used to save the current document on the disk. When 1 

document is saved first time the Save As dialog box will 
appear to get the name of document. However, if the < 
document is already saved and you want to save the 
document after making modification in the document then 
Save As dialog box will not appear. 

Print 

It is used to send the whole 'document (all pages ot 
document) on the printer for making hardcopy of the 
document 

Print Preview 

It is used to get the idea of the appearance of document on 
screen that how the document will be printed on the 
printer. The document should be previewed before to send on 
the printer. 1 
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Spelling and 

Grammar 

It is used to check incorrect spelling of words in the 
document and correct these incorrect words. Similarly, 
grammatical errors are corrected. 

Copy 1 

It is used to copy the selected items or text into the 
clipboard. 

Paste 

It is used to insert the items or text from clipboard into the 
document. 

Undo 

It is used to cancel the last action performed. It is 

Redo 

Used to cancel the undo action. 

Insert Hyperlink 

It is used to make a link to a particular web site, web page 
in your document. When this icon is clicked, a window 
will appear to get the URL (web page address) of the web 
page you want to link to. This icon is especially used if 
you want to create a web page. 

Insert Table 

It is used to insert a table in a document. When this icon is 
clicked, a small window will appear in the form of a grid of 
squares. It indicates how many rows and columns you want 
to create for a table 


Q6. What is formatting toolbar? Briefly describe it icons. 

Formatting Toolbar 

It contains the formatting command buttons and options that can be used to apply 
commonly used text formats. 

A brief description of the commonly used icons of formatting toolbar is given below: 


1. Style 

It is used to format portions of text such as headings, paragraphs. 
The examples of styles are: Normal, Heading 1, Heading 2 etc. 

2. Font 

It is used to select the font for the selected text. You can select 
different types of fonts such as Arial, Times New Roman etc. 

3. Font Size 

It is used to select the size of font. Font size in measured in points. 
In one inch there are 72 points. A font size of 10 or 12 is best for 
paragraph of text. 

4. Bold 

It is used to bold the text. 

5. Italic 

It is used to change the format of selected text into italic form. 

6. Underline 

It is used to underline the selected text. 

7. Align Left 

It is used to align the selected text on the left margin of the page. 

8. Center 

It is used to align the selected text in the center of left and right 
margins of the page. 

9 Align Right 

It is used to align the selected text on the right margin of the page. 

10. Justify 

It is used to align the selected text on both the left and right 
margins of the page. 

11. Numbering 

It is used to create a numbered list. 

12. Bullets 

It is used to create a bulleted list. 

13. Decrease 
Indent 

It is used to decrease the indent of the current selection to the left. 

14. Increase 
Indent 

It is used to increase the indent of the current selection to the right. 



Keep Visiting TopStudyWorld.Com For Getting Great Marks in SSC, HSSC, and Entry Tests. 


Chapter 7 COMPUTER SOFTWARE 


15. Outside 
Border 

It is used to draw a border around the current selection. 

16. Highlight 

It is used to highlight the current selection. The default color to 

highlight the selection is yellow. 

17. Font Color 

It is used to set the font color of the selected text. The default color 

is black. 

Describe different c 

ocumcnt views. Document Views 


You can display document in different views in document window. When you switch 
from one view to another, the document contents are not affected and only the layout of 
the document is changed. A word document can be viewed in following different ways. 
These are: 

i) Normal view' 

ii) Web layout view 

iii) Print layout view 

iv) Outline view 

v) Full Screen View 

You can select a view from the View menu or by clicking their respective icons located at 
the leftmost section of the horizontal scroll bar. The document views are described below. 
Normal View 

In normal view, only the text and the text formatting is viewed. The headers & footers, 
graphics or layout of the page is not shown. This mode is used to type and edit text very 
quickly. 

Web Layout View 

In Web Layout view, the document is viewed on the screen as it would be appeared in a 
Web Browser. This mode is used if you want to create a Web page or document in MS- 
Word and save it as Web Page. 

Print Layout View 

In Print Layout view, the document is viewed on the screen as it would be mode. 
This view is useful for editing headers & footers, for adjusting margins, and drawing 
objects etc. This mode is very slow for creating and editing documents. 

Outline view 

In outline view, the structure of the document is displayed. The structure of 
document may include main headings or you can expand it to see all headings and 
even body of text. In this view, page boundaries, headers, footers, graphics and 
background are not appeared this view makes easy to work with master document. 
A master document is used to organize and maintain a long document, such as a 
multipart report or a book with chapters. 

Full Screen View 

In this view, the document occupies the full screen. All components of the Word 
window are disappeared. 

Q8: What is Status bar? 

Status Bar 

The bar at the bottom of the Microsoft Word Window is the Status Bar. It days 
basic information about the status of document. For example, the basic 
information about the document status may include: position of cursor, total pages 
of document, current line number & current column number and the page number 
of rent page being displayed in Document Window, the mode of insertion etc. 
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Q9: What is Scroll bar? 

Scroll Bar 

The document window has two scroll bars. At the right edge of the document 
widow is a vertical scroll bar, and at the bottom of the document window is the 
horizontal scroll bar. 

If the number of lines (height) of the document is large than the height of 
document window, a bar at the right border of document window is appeared. It is 
the vertical scroll bar. It is used to scroll the document up and down. 

Similarly, a bar below the border of document window is appeared if the width of 
document is larger than the width of document window. It is the horizontal scroll 
bar. It is used to scroll the document toward left and right. 

It must be noted that a standard computer screen displays only 15-20 lines of 
standard size text. 

Q10: What are usages of Ruler? 

Ruler 

It shows the margins, position of tabs and indents and other elements of page. It is 
used to adjust the margins, set tabs, change paragraph indents etc. by using mouse. 
QH. How is new blank document created? Creating New Blank document 

When Word program is opened, a new blank document is automatically created. 
When you are working in Ms-Word you can also create a new document. 

To create a new blank document, follow these steps. 

• Click on File option on the Menu bar, a dropdown menu will appear. 

• Select New command from the dropdown menu. 

OR 

• Click New Blank Document icon on the Standard toolbar. 

OR 

• Press Ctrl + N shortcut key. 

Q12. Describe the Undo and Redo commands. Undo & Redo 

In Microsoft Word as well as other Windows application programs, you can cancel 
or re-cancel most recent actions that were performed in the current document. The 
actions may be copy/cut, paste, delete, formatting text etc. These actions are 
cancelled or re-cancelled in order in which they are performed. Once a document 
is closed and then opened again, the previous actions performed cannot be 
cancelled-or re-cancelled. 

The commands that are used for canceling & re-canceling actions are: 

Undo Command 

The command that is used to cancel an action is called Undo command. Each time 
the Undo command is applied, the last action is cancelled. For example, if you 
accidentally delete text or perform another wrong action, you can use the Undo 
command to reverse changes that you have made in your document. 

To apply Undo command: 

• Click Edit menu on Menu bar. 

• Select Undo command from Edit menu. 

• Or Click Undo icon button Standard Toolbar. 

• Or Press Ctrl + Z. 
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It must be noted that most actions can be cancelled but there are certain actions 
that cannot be cancelled. The examples of these actions are saving, printing, 
opening or closing documents. 

Redo Command 

If you change your mind after using the Undo command, you can reverse it by 
using the Redo command. This command is used to cancel an Undo command 
action. Each time the Redo command is applied, the last Undo command action is 
cancelled. 

To apply REDO command: 

* Click Edit menu on Menu bar. 

Select Repeat command from Edit Menu. 

Or Click REDO icon on Standard Toolbar. 

Or Press Ctrl + Y. 

Q13. Describe the use of clipboard in Ms-Word. 

Clipboard 

In Windows, the information can easily be transferred from one location to 
another. You can transfer the text, or images from one application to another same 
or different application program. Similarly, files & folders are copied or moved. 
Windows operating system uses clipboard for this purpose. 

The clipboard is a temporary space in the computer's memory used for data 
holding that is being copied or moved. The Clipboard is used for storing text, 
graphics, or other data. After data has been placed in the clipboard, it can be 
inserted from the clipboard into other documents, in the same application or in a 
different application. One important thing about the Clipboard is that it is used by 
the operating system and not by a separate application. 

Q14. What is Copy command and how is text copied into clipboard? 

COPY COMMAND 

This command is used to copy the selected text to clipboard. The selected text 
remains in its original location and its copy is created in the clipboard. 

To copy the selected text to the clipboard, one of the following commands is used: 

• Click the Copy icon on the standard toolbar. 

Or * Select Copy command from the File menu. 

Or * Press Ctrl + C t 

Or * Right Click on the selected text, a popup menu appears. 

* Select Copy command from popup menu. 

Q15: What is meant by finding text into document? Write the procedure to apply to Find 
command. 

Finding Text 

The process of searching or finding a specified word (or piece of text) in the 
document is called finding text. The Find command is used to search a particular 
word or piece of text in the document. 

If you want to search the entire document, then simply execute the Find command. 
However, if you want to search text from selected text, first select the text and 
then apply the Find command. 

To apply Find command in Microsoft Word, choose one of the following. *Select 
Find command from Edit menu Or Press Ctrl + F. 
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Or Click on the 1011 butlon on the standard toolbar. Find and Replace dialog box 
will appear as shown below. 
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Enter the text (upto 255 maximum characters) you want to search in the document It 
may consist of single character, word, punctuation marks, special characters Click Find 
Next button of dialog box to search the given text. If the specified text is found, it is 
appeared in the document as selected. The Find and Replace dialog box again appears. 
Click again the Find Next button of dialog box to search for the next occurrence of the 
text in the document. Click Cancel button of dialog box to stop the search process. 

Q16: What is meant by replacing text into document? Write the procedure to apply 
to Replace command. 

Replacing Text 

The process of finding a word in the document and replacing it with another d is called 
replacing. It is performed with Replace command. 

To apply Replace command in Microsoft Word, choose one of the following. 

• Select Replace command from Edit menu Or Press Ctrl + H. 

• In the "Find what: text box enter the text you want to search and replace with another one. 

• In the "Replace with:" text box enter the text you want to replace with the searched text. 

• Like the Find command, you can use various search options to make your search more 
refine and accurate. 

• Click Replace button to replace each occurrence one by one. In case you want to skip an 
occurrence click the Find Next button to jump to the next occurrence. 

OR 

• Click Replace All button to replace all the occurrences without any confirmation. At 
the end of this action a message will appear to inform you the number of replaces made. 

Q17: What is meant by replacing text into document? Write the procedure to apply 

to replace command. 

Replacing Text 

The process of finding a word in the document and replacing it with another word is called 
replacing. It is performed with Replace command. 

To apply Replace command in Microsoft Word, choose one of the following. * Select Replace 
command from Edit menu Or Press Ctrl + H. 

In the "Find what:" text box enter the text you want to search and replace with 
another one. 

In the "Replace with:" text box enter the text you want to replace with the searched text. 

Like the Find command, you can use various search options to make your search 
more refine and accurate. 
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Click Replace burton to replace each occurrence one by one. In case you want to skip an 
occurrence click the Find Next button to jump to the next occurrence. 

OR 

Click Replace All button to replace all the occurrences without any confirmation. At the 
end of this action a message will appear to inform you the number of replaces made. 

Q 18 : What is meant by formatting document? 

Formatting Document 

I he process to change the appearance of the document is called the document formatting. 
You can format a single character, word, line, paragraph or whole document. The 
document is formatted to make it more attractive and beautiful. 

All Word Processing programs have formatting features used to formal the document. 
Most important features are: 

* Setting of font style and font size etc. 

* Setting of paragraph alignment etc. 

* Setting of spacing between lines. 

* Setting of alignment. 

* Setting of border shading etc. 

In Microsoft Word, formatting is divided into: 
i) Character Formatting 
ii'l Paragraph Formatting 

^ N ^ N ha\ Vs^aTagrap'h Wmattmg^ 

Paragraph Formatting 

A paragraph, like text and graphics is a distinct unit inside a document that has its own 
formatting characteristics, such as alignment, spacing and styles. Each 
paragraph ends w ith f symbol known as the End Of Paragraph Marker. When Enter key 
is pressed, the paragraph is ended and new paragraph is inserted in to the document. A 
word document may contain multiple paragraphs. 

Paragraph formatting involves the general appearance of the paragraph of document. It 
includes text alignment, tabs, indenting, line spacing, etc. 

When you want to format a paragraph, you do not need to select the entire paragraph. 
Place the cursor anywhere in the paragraph and apply the paragraph format command 
Header is the information that is added to the top margin of every page of the document 
such as a document title. Footer is the information that is added to the bottom margin of 
each page of the document. 

To apply header or footer, follow these Steps. 

• Click the View menu on the Menu bar. 

Select "Header and Footer" from View menu, "Header and Footer" 
Floating Toolbar will appear. The header and footer sections of document are also activated. 

* I ype Information for Header and Footer in area identified in top and bottom margins. 

* Select other options if required from Toolbar box and click Close button of Toolbar. 
Drop cap can be applied to a paragraph to make it beautiful & attractive. A Drop Cap is a 
formatting style in which first letter of first word of the paragraph appears in a larger font 
size of other text of paragraph. 

Ms-Word also provides a built in Thesaurus feature that lets you find a word with a 
similar meaning for a selected word. The thesaurus feature is useful if you want to select 
a suitable word or right word in sentences for selected word from a list of alternative 
words. For some words the thesaurus also lists words w ith opposite meaning. 
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EXERCISE 

Q4: What is meant by Title Bar? 

The title bar is located at the very top of the screen. On the title bar, Microsoft word 
displays the name of the document tp which you are currently working. 

Q5: Describe the use of clipboard in Ms Word, 

The clipboard is an area of memory in which we can store text or graphics. The clipboard 
is used to temporarily store data while it is being moved between documents or 
applications, or one place to another in the same document. If we cut or copy text, 
graphics or other items, they will be temporarily stored in clipboard ready for use 
elsewhere. Clipboard held only one item of information at a time. The clipboard allows to 
transfer data between programs. 

Q7: What is meant by Drop Cap? 

A drop cap is a large letter that begins a paragraph and drops through several lines of text. 

Q8: Differentiate between Formatting Toolbar and Standard Toolbar. 

Formatting Toolbar 

The toolbar contains the buttons, boxes and menu that allows to perform to task more 
quickly than using the standard menu bar. Each button has a picture on face that helps to 
remember its function. 

There are several buttons that may or may not appear immediately in our toolbar of word. 
Use the following graphic as a guide to the formatting toolbar. 

1. Style 

Styles in word are used to quickly format portions of text. 

2. Font 

Font can influence the way others views documents either on screen or in print. 

3. Font Size 

We may encounter times in which we need to display some text larger or smaller than 
other text. A font size of 1 0 or 12 is best for paragraphs of text. 

4. Bold 

Places the text in bold. 

5. Italic' 

Places the text in italics. 

6. Underline 
Underlines the text. 

7. Align Left 

Aligns the selection to the left of the screen/paper. 

8. Center 

Aligns the selection to the center of the screen/paper. 

9. Align Right 

Aligns the selection to the right of the screen/paper. 

10. Justify 

Aligns the selection to both the left and right of the screen/paper. 

10. Line Spacing 

Adjust the line spacing. 

Standard Tool Bar 

There are several buttons that may or may not appear immediately in our version of 
word. 



Keep Visiting TopStudyWorld.Com For Getting Great Marks in SSC, HSSC, and Entry Tests. 




Chapter 7 

COMPUTER SOFTWARE 1 


1. New Blank Document 

To begin a new document, click on the New Blank document icon. 

2. Open 

Clicking on this icon opens up a previously saved document on our computer. 

3. Save 

Clicking on the Save icon saves the document we are currently working on. 

4. Permission 

MS has enabled information Rights Management (IRM) within the new version of word, 
which can help protect sensitive documents from being copied or forwarded. 

5. Print 

Clicking on the print icon automatically prints the document currently active in word. 

6. Print preview 

We can click on this icon to view our document from a Zoom-out distance. 

7. Spelling and Grammar 

Clicking begins a review of our document in search of spelling and grammatical errors 
that may need to be corrected. 

8. Copy 

Copy the current selection to the clipboard. 

9. Paste 

Clicking on the paste button inserts the text that has been most recently added to the 
clipboard. 

10. Undo typing 

The undo typing button goes back and removes the last addition or change made to our 
document. 

11. Insert Hyperlink 

Hyperlink button, we can turn selected text into hyperlinks. When the icon is clicked a 
window will appear that will allow you insert URL of the Web page we want to link to 

12. Insert table 

Use this window as a guide to indicate how many row's and columns we would like our 
table to contain. 

Q9. Define the different views of the document. 

VIEWS OF DOCUMENT 

Word XP offers five different views for your document. The five views are Normal view. 
Print Layout view, Web Layout view. Outline view, and Full Screen View 
NORMAL VIEW 

Normal view is best used tor typing, editing, formatting and proofreading. It provides a 
maximum amount of space without rulers or page numbers cluttering your view 
WEB LAYOUT VIEW 

Web Layout view shows you what your text will look like on a web page. Print Layout u 
what your document will look like when it is printed. Under Print Layout view you can 
see all elements of the page. Print Preview shows you this as well 
OUTLINE VIEW 

Outline view is used to create and edit outlines. Outline view only shows the headings in 
a document. This view is particularly handy when making notes. * 
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FULL SCREEN VIEW 

Full Screen view displays ONLY the document that you are working on. All the other 
pieces of the Word window are removed except for one button that allows you to Close 
View Screen 

Q10. How can you run the spell checker of MS-Word? 

MS Word has a spelling check feature to scan through our entire document tor any 
spelling errors. When we have created a document we can perform a spell check. There 
• are following steps 

1 . Click at the tool menu and select spelling and Grammar, or click at the spelling and 
grammar button on the standard tool bar or press F 7 key on keyboard. 

2. A spelling dialog box will appear and spell will begin. 

3. While checking, the spelling check may suggest words to correct your mistake. 

4. We can also edit directly in spelling check dialog box and then click on the change 
button to apply our changes. 

QI I. What is the use of print preview? 

USES OF PRINT PREVIEW 

To get an idea of the appearance of our document in print before we print it out, we can 
click on this icon to view our document from a zoom-out distance. Print preview enables 
us to see document pages on screen as they will appear printed on paper, displaying page 
number, headers, footers, fonts, font sizes and styles, orientation and margins. 

Q12. What are the Methods for changing the margins in a document? 

MARGIN 

The page margins of the document can be changed using rulers on the page and the page 
setup window. 

i. Move the mouse over the area where the white ruler changes to gray, 

ii. When cursor becomes a double-ended arrow'. Click with the mouse and drag the 
margin indicator to the desired location, 

iii. Release the mouse when the margin is set 

iv. The margins can also be changed using page setup dialog box. 

Or 

i. Choose file page setup; margin tab. We can also double click the gray area of the 
horizontal ruler, 

ii. Type in or use the spin box controls to the top, bottom, left and right margins, and 
gutter. 

iii. Type in or use the spin box controls to the set the size of the header and footer from 
the edge, 

iv. Click OK button to accept changes and return to the document. 

Q13. Differentiate between Alignment and Indent in MS Word. 

ALIGNMENT 

MS-Word aligns text in paragraph in any four ways; left, right, centered and justified. 
With the possible exception of justified, these attributes should be self explanatory. 
Justified paragraphs are aligned on both their left and right edges. Word divided the 
unused with space on each justified line between each set of words on the line. We can 
align text with Formatting toolbar buttons, from the paragraph dialog box and with 
keyboard shortcuts. 
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i. Align Left 

Aligns the selection to the left of the screen or paper 

ii. Centre 

Aligns the selection to the centre of the screen or paper. 

iii. Align Right 

Aligns the selection to the right of the screen or paper. 

iv. Justify 

Aligns the selection to both the left and right of the screen or paper. Indentation. 
Indentation allows us to indent our paragraphs from left or right margin. An indent is the 
distance between edge of paragraph and margin. These are six different types of indent. 


i. Left indent 

ii. Right indent 

iii. Left/right indent 

iv. First line indent 

v. Hanging indent 







